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epass_intro On-Line Training
a ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

Welcome to ePASS On-line Training

Please click Menu {upper right) to select a course and topic.

If this is your first time using the training, click Next {upper right) to learn more
about this training.
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ep01 01 Course Introduction
ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

— ePASS Course Introduction—

Welcome to the ePASS County Security Delegate course.

The topics in this course are designed to help you learn how to use ePASS to complete
the business processes that are required for county security delegate activities.

The Department of Health & Family Services has worked with county and ather
business partners to identify a specialized user we call the "Security Delegate" who are
responsible for managing the Wisacwis user accounts, Only Security Delegates, back-
up delegates and DHFS staff with security responsibilities will be authorized to access
and process requests through this application.

There are five topics to complete for Intake:

Introduction
MNew Reqguest
Change Request
Explore
Password Reset
Delete Request

Click Next to begin the introduction to ePASS.
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ep01_02 ePASS Introduction

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

— Topic Introduction —

The web-based eWiSACWIS Production Access Security System (ePass) is a tool to be
used by the Department of Health & Family Services, Division of Children and Family
Services and its key business partners to facilitate the security and access request
processing needs, The system automates:

Requests for security access for new workers
Changes in information for existing workers
Password changes for existing workers
Deletion of an inactive worker from the system

Supervisors create or update worker information in WISACWIS, County Security
Delegates then submit requests in ePass on behalf of their county warkers. DHFS
WISACWIS Security Officers will review and approve the requests then forward the
requests to DHFS network security staff for appropriate setup.

Cnce a request is complete, email notifications are sent to the county warker,
supervisor and Security Delegate, The Security Delegate can also view the status of
their request vwia ePass,

Click Next to continue,
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ng - Microsolt Internet Explorer pro d by DHFS - State of Wisconsin

wisconsin.gov home state agencies subject directory

-’
Consih

Department of Health & Family Services Programs & Services | Partners & Providers | Licensing | Reference Center | Search

Each time you log into ePASS, you will
need to enter your State of WI login id
and password,

Please log in

Please enter your Username and password Only those workers identified az the
security delegate who have submitted

th.e proper request for authorization
sermname: Wlll_be able to log into eP&ss, If you
I believe you should be able tD.|0g in,
FPassword: b_uLj cannot, contact the Security
I Liaison or the Helpdesk.

To self-register for a Wisconsin ID and
; password, you can click on the link:
Lagin | Feset | Request a Wisconsin User ID and
Password found on the ePASS home

_ ) page below the Login button,
Forgot your password? Reguest a Wisconsin User ID and F

To receive access to ePASS, submit
your new State 1D and request for
ePASS to epass@dhfs.state.wius., |

Backtotop | About | Contact | Disclaimer | Privacy Motice Click Next ta continue.
Wisconsin Department of Health and Family Services

ep01_05 Login
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ep01_07 My Queue

; ePASS On-line Training - osoft Internet Explorer provided by DHFS - State of Wisconszin

wisconsin.gov home state agencies subject directory

“ons’

Department of Health & Family Services. Programs & Services | Partners & Providers | Licensing | Reference Center | Search

May 5, 2003 Hello Barbie Brown AOrdanizatian® Brawn Calnte

2:26:08 PM eWIiSACWIS Production Ace ¥herever you are in ePASS, you will have access

ePASS 0.43 to navigation tools you can use to complete work
in ePASS. You will also have a set of other useful

My Queue - Open links at your fingertips, There are three main
navigation sections on each page:

myoueve [T vouraueucis currdlS W R RLol R

Explorer 2. The side ePASS bar
3. The bottom information bar

Welcome

Hew Request Click ane of the three highlighted areas for more
Change Request information about the contents of that part of the
Delete Request SCreen.

Password Reset When finished, click Next to continue,

L og out

Back to top | About | Contact | Disclaimer | Privacy Motice | Feedback
Wisconsin Department of Health and Family Services.
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ep01_09 My Work Queue

; ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

When you first log into ePASS, you will see your queue, Your gueue
2\ W wisconsin.gov home state ogencies includes any work ¥ou submitted that_ ha_s been returned to you for
e rmore work or for clarification, Everything in your gueue reguires some
; . Fttention from you.
Department of Health & Family Services. Pro ¥
May 21, 2003 Hello Barbie Brown
12:57:22 PM
ePASS 0.50

. Clicking on the description next to Request ID will cpen an information
eWIiSACWI screen on this task, including comments on why it was returned.

Clicking on the open button will open the window where corrections
Welcome « or clarifications can be completed.

My Queue [ Organizat Click Change Request for Lila Oberlin to continue.

Explorer Request ID: 760- Change Request for Lila Oberlin Login-mcafeel

[BrownCounty __________________lopen ___[05212003 | |

New Request Action Description User Role Opened Closed
Change Request Update

Delete Request open Account Brown, Barbie SecurityDelegate 05/21/2003

Request

Request ID: 768- Change Request for Priscilla Queen Login:gqueenp

[BrownCounty _________________________[open ___[05212003 | |

Log out Update
Qpen Accaunt Browt, Barhie SecurityDelegate 05/21/2003
Reguest

Password Reset

Back to top | About | Contact | Disclaimer | Privacy Motice | Feedback
Wisconsin Department of Health and Family Services.
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ep02_01 New Request

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

— Topic Introduction —

Welcome to the New Request topic, This topic shows the procedure for requesting a
network login and requesting WISACWIS security access for a new worker,

When setting up a new worker, it is important to enter all of their information into
WISACWIS first, and then make a new worker request in ePASS. Without complete
information in WISACWIS, ePASS will not recognize the worker,

& worker with information in WISACWIS who does not have a WISACWIS ID will appear
on the New Request window. If the worker already has a WiSACWIS 1D and the worker
is set active, the worker will appear on the Change Request window. If the worker has
a WISACWIS ID, but the worker has been set inactive, the worker will appear on the
Delete Request window. Mo worker will appear on more than one of the three request
windows. If a worker does not appear on any of the three, the worker may not have
any infarmation in WISACWIS. If the worker does have information in WISACWIS, but
does not appear on any of the three request windows, contact the helpdesk or the
security liason.

Click Next to continue.
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ep02_04 New Request

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

wisconsin.gov home state agencies subject directory

Department of Health & Family Services. Programs & Services | Partners & Providers | Licensing | Reference Center | Search
May 5, 2003 Hello Barbie Brown Organization: Brown County

2:28:05 PM - . .
ey eWISACWIS Production Access Security System

My Queue - Open Work Items

Welcome

My Queue | Your gqueue is currenthy empty. |

Explorer

Click on the New Request link on the left side bar to
New Request begin processing a new request,

Change Request

Delete Request You can begin processing a new worker request by
clicking New Request from any window in ePASS,

Password Reset

Log out

Back to top | About | Contact | Disclaimer | Privacy Motice | Feedback
Wisconsin Department of Health and Family Services.
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ep02_05

New Request

<3 ePASS On-line Training - oft Internet Explorer provided by DHFS - State of Wisconzin

)
Tonm’

Department of Health & Family Services. Programs & Services | Partners & Providers | Licensing | Reference Center | Search

May 5, 2003
2:28:47 PM
ePASS 0.48

Welcome

My Queue
Explorer

New Request
Change Request
Delete Request

Password Reset

Log out

)
%
% wisconsin.gov home state agencies subject directory
&
&

Hello Barkie Brown Organization: Brown County

eWIiSACWIS Production Access Security System

Hew Request

MNew Fequest > Select Worker > Security Reguirements

[ ___Name ___IWorkeriD| _____Email ____| WorkPhone Job Class

George Abercrombie 9225007  abercrog@co.brown.wius (920) 456-9872 Brown - Green Bay CPS Case Manager

Ernrna Batley 9225009 barleye@co.brownwius (920) 556-5424 Brown - Green Bay Kinship Care Worker
Anna Fitch Q224011 (920 654-2135 Browwn - Green Bay Access Intake Vyorker

Cam The anly workers listed on the New Reguest

screen are those who have information in
WISACWIS, but who have not yet been given a
WISACWIS ID through ePASS,

Ifyou are unable to find the worker in this list or no workers

is correct in WiISACWIS, when you change an email address, work phone,
location or job class in WiS&ACWIS, the worker's

The following warker details are reguired for each reguest b information will autornatically change here.

Mew Reguests: Warker is active hut does not have a When finished, click Next to continue.
Change Reguestsiorker is active and has a WiSACWIS userid.

Delete RequestsiWorker is inactive and has a WiSACWIS userid.

MNew and Change Reguests reguire a valid worker email address and work phone number.

http://apps3.dhfs.state.wi.us/wisacwis/knowledge web/index.htm DHFS Service Desk 866-335-2180
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ep02_10

<3 ePASS On-line Training -

wisconsin.gov home

Department of Health & Family Services.
Hello Barbie Brown

May 5, 2003
2:4:15 PM
ePASS 0.48

Welcome

Wy Queue
Explorer

New Request
Change Request
Delete Request

Password Reset

Log out

Mew Request =

Worker Inform

Name:
Email
Work #
Job Class:

Location:
Worker Type:

Department of Health and Family Services

New Reguest for George Abercrombie

Security Group:

Division of Children and Family Services

New Request

oft Internet Explorer provided by DHFS - State of Wisconzin

state agencies subject directory

Programs & Services | Partners & Providers | Licensing | Reference Center | Search
Organization: Brown C
eWiSACWIS Production Access Security System

Select Worker = Security Requirements

ation

Name: Isahbella Ihanez
Email: ibanezi@co brownwius
Work #: (920) 555-0052

: George Abercrombie (8224007
: abercrog@co brown.wius

: (9200) 456-9872

: CPS Case Manager

Congratulations, you have entered the request correctly
Always check your work before clicking the submit
button, Once you submit work, the request cannot be
retracted. If you submit information in error, fix the
problems and submit again, indicating that the security

: Brown - Green Bay
: County

—Security Information
Effective Date: [03/1%/2003

Requested Login: [abercrog

Access Required:

liason should ignore the previous submission, then
contact the security liason or the helpdesk and let them
i know what happened,

Click the Submit Request button,

sl

http://apps3.dhfs.state.wi.us/wisacwis/knowledge web/index.htm
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ep03_01 Change Request

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

— Topic Introduction —

Welcome to the Change Request topic. This topic walks through the procedure for
recording worker information that has changed in WISACWIS, and for changing the
security access of a worker that already exists in the ePASS system,

When changing information for a worker, it is important to make any WISACWIS
changes first, if any, and then make changes in ePASS.

& worker with information in WISACWIS who does not have a WISACWIS ID will appear
on the New Request window. If the worker already has a WiSACWIS 1D and the worker
is set active, the worker will appear on the Change Request window. If the worker has
a WISACWIS ID, but the worker has been set inactive, the worker will appear on the
Delete Request window. Mo worker will appear on more than one of the three request
windows. If a worker does not appear on any of the three, the worker may not have
any infarmation in WISACWIS. If the worker does have information in WISACWIS, but
does not appear on any of the three request windows, contact the helpdesk or the
security liason.

Click Next to continue.
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ep03_04 Change Request

ePASS On-line Training - Microzoft Internet Explorer provided by DHFS - State of Wisconzin

wisconsin.gov home state agencies subject directory

Department of Health & Family Services. Programs & Services | Partners & Providers | Licensing | Reference Center | Search
May 5, 2003 Hello Barbie Brown Organization: Brown County

iﬁ:;: Pn':s eWISACWIS Production Access Security System
Welcome My Queue - Open Work Items
My Queue | Your gqueue is currenthy empty. |
Explorer
New Regquest wWhen you first log into ePASS you will be in your queue. To begin a
Change Request Change Request task from anywhere in ePASS, dick the Change

; Request link,

Delete Request

Perfarm this step:
Password Reset

1. Onthe Left Sidebar, click the Change Request link

Log out

Back to top | About | Contact | Disclaimer | Privacy Motice | Feedback
Wisconsin Department of Health and Family Services.

http://apps3.dhfs.state.wi.us/wisacwis/knowledge web/index.htm DHFS Service Desk 866-335-2180




State of Wisconsin -  Department of Health and Family Services -  Division of Children and Family Services

ep03_05 Change Request

wisconsin.gov home state agencies subject diredo
The Change Request window looks very much like the New
Request window, Mame, worker 1D, email, work phone,

Department of Health & Family Services. Programs & S location and job cdass information will be readily available.

May 15, 2003 Hello Barbie Brown
11:06:45 AM

ePASS 0.48

eWiSACWIS Proi when finished, click Next to continue.

Change Request

Change Request = Select Worker > Security Requirements

. | __Mame __orkerID] ____Email ____| Work Phone Job Class

Explorer Isabella lbanez 9235008 ibanezi@co.brownwius (9200 555-0052 Brown - Green Bay Human Services Director
Lila Obetlin 9225012 oberlinl@co browneyi us (920) G65-4879 Brown - Green Bay CPS Disposition Superisor
New Request Priscilla Queen 9235013 queenp@co.brown.wi.us (9200 986-5456 Brown - Green Bay CPS Disposition Case Manager

Change Request | g 9225015 tranb@eobrownwius  (920) 426-8587 Brown - Green Bay GPS Case Manager
Delete Request

Password Reset Cancel |

Log out Ifyou are unable to find the worker in this list or no workers were found then please verify that the waorker information is
correct in YWiSACYYIS.

Welcome

The fallowing waorker details are required far each request type: b

MNew Reguests: Worker is active but does not have a WiSACWIS userid yet.

Change Reguestsitorker is active and has a WiSACWIS userid.

Delete Requestsiaorker is inactive and has a WiSACWIS userid.

MNew and Change Reguests reguire a valid warker email address and work phone number.

¢ ol
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ep03_11 Change Request

<3 ePASS On-line Training - oft Internet Explorer provided by DHFS - State of Wisconzin

Check your work carefully, When you are satisfied you
have not made any mistakes, submit the change
request,

wisconsin.gov home state agencies subject d

Department of Health & Family Services. Programs & Servig
May 15, 2003 Hello Barbie Brown

11:07:39 AM .
eWiSACWIS Pro
ePASS 0.48 1. Click the Submit Request button

To submit the change request, perform this step:

ATy e o warvqranease s o eoains srnsncs mme

(e Change Request > Select Warker > Security Requirements

My Queue ~Worker Information

pkre [ Worker [ Supenisor
Name: Lila Oberlin (92250132) ¥ Changed ~Mame: [sabella banez
Email: ibanezi@co. brown.wi.us

Work #: (920) 555-0052

New Request
Change Request Email: aberlinlgeo.brawn wis ¥ Changed
Delete Request

Work #: (520) 565-48749 I™ Changed
Password Reset Job Class: CPS Disposition Superisaor ¥ Changed
. _ Eau Claire County Only - County CPS Sup
Security Group: - Eau Claire

Log out

Location: Brownh - Green Bay
Worker Type: County

~Security Information
Effective Date: [05/05/2003 mméddhnsy

Requested Login: [oberlinl W Change

Moavraimk | msime ooeafeon] _Iﬂ
»
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ep04_01 Explorer

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

— Topic Introduction —

Welcome to the Explore topic, This topic shows the procedure for exploring the
requests submitted through ePASS, By using Explore, you can see all of the requests
that have been submitted in ePASS, view what kind of request it was, where it is in
the process and any comments that may be attached to it,

Explore will show all requests, including new requests, change requests, password
change requests and delete requests. Howewer, you will only have access to see
requests submitted by members of your security group. Generally that means that you
will only be able to see requests subrmitted by your county security delegate or any
backup county security delegates. Sometimes, you may see requests submitted by the
security liason or another state DCFS worker on behalf of a county's security delegate.

Click Next to continue.
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ep04_05 Explorer

<3 ePASS On-line Training - oft Internet Explorer provided by DHFS - State of Wisconzin

) ) ) ) The explorer page is seperated into two parts. The top
wisconsin.gov home state ogencies ERSEel nortion includes search criteria and buttons to perform a
search, The bottom portion includes search results,

Department of Health & Family Services. Programs & Se o
May 15, 2003 Hello Barbie B In ePASS you are able to change the search criteria to
: ello Barbie Brown increase your chance of finding exactly what you are

12:04:40 PM
ePASS .48 eWISACWIS Producti looking far.

Clicl
Queue Explor

Welcome

Request: I Aty hd I Opened: | Thru: | Search: I

:‘zﬂ:zl:e Status: I Open vl Closed: | Thru: |
Actiuns:IHideAII 'l Search | Resetl

mlsm

New Request
Change Request
Delete Request

Password Reset

Open  ososoos [ |
Open  ososoos [ |

Log out

nge Request for Lila Oberl

[Browncouty 0 Jopen  [psoseo03 | |

http://apps3.dhfs.state.wi.us/wisacwis/knowledge web/index.htm DHFS Service Desk 866-335-2180
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ep04_08 Explorer

Each result includes four columns and two rows. The first row shows the
wisconsin.gov home P request id, name and login id. The request id is a unique tracking number
given to each request, The name and login are for the worker effected by

. i the request,
Department of Health & Family Services.

:!:;:ézpﬂa Hello Barbie Brown Thg second row shows what organization the worker is with, what status
rin y e\ the request is in, when it was cpened and when it was closed. If the
eFASS 0.48 request is still open, the closed column will be blank,

Welcome _ Click Next to continue,
Request: | Aty j Opened: |DE;DSJEDDB Thru: |DS,’D bjenn3 Search: |
:‘h! (I:!ueue Status: I Aty - I Closed: | Thru: I
=plorer
P.ctinns:l Hidde Al 'l Search | Reset |

iearch

New Request
Change Request
Delete Request

| Oamzaon | Status | Opened | Closed |
Ri

Password Reset

Log out

http://apps3.dhfs.state.wi.us/wisacwis/knowledge web/index.htm DHFS Service Desk 866-335-2180
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ep04_10 Explorer

The results below change to match the criteria used

wisconsin.gov home state agencies subject dir ance the Search buttan is dicked.

fnhm
Department of Health & Family Services. (YT ET RN Click Mext to continue.
May 5, 2003 Hello Barbie Brown or

3:15:46 PM - . .
ey eWISACWIS Production Access Security System

P
Request: lﬁ Opened: |DE;DSJEDDB Thru: |DS,’D 5/2003 Search: l—
:‘::](Iil:zlrle Status: lm Closed: | Thru: I

nctinns:lm Search | Feseat |

| Omamzaon | Status | Opened | Closed |

New Request
Change Request
Delete Request

Password Reset

Log out

[Closed 051052003 [05i05/2003

http://apps3.dhfs.state.wi.us/wisacwis/knowledge web/index.htm DHFS Service Desk 866-335-2180
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ep05_01 Password Reset

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

— Topic Introduction —

Welcome to the Password Reset topic, Resetting, or changing a WiSACWIS login
through ePASS is a quick and simple process, Unlike the other requests made through
ePASS, there is no human intervention required after you submit the request.

Workers can change their own password in WISACWIS by choosing "change password"
from the login screen when they first open WiSACWIS, before logging in. Password
Reset should only be used when a worker forgets his or her password or when security
demands that a worker's password be changed.

Cases that might require changing a waorker's password include termination of a
worker's employment, or if you have reason to believe someone has gained access to a
worker's password and that worker is not available to change the password
themselves.

Click Next to continue.
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ep05_04 Password Reset

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

wisconsin.gov home state agencies subject directory

y . S . When you first log into ePASS you will be in your queue, To begin a
Department of Health & Family Services. Prog . ! 1
! _ 4 Password Reset task from anywhere in ePASS, click the Password
May 5, 2003 Helle Barbie Brown Reset link.
. eWISACWIS

ePASS 0.48 .
Perform this step:

M . : .
Welcome 1. Onthe Left Sidebar, click the Password Reset link

My Queue Your gqueue is currenthy empty.
Explorer

New Request
Change Request
Delete Request

Password Reset

Log out

Back to top | About | Contact | Disclaimer | Privacy Motice | Feedback
Wisconsin Department of Health and Family Services.
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ep05_07 Password Reset

<3 ePASS On-line Training - oft Internet Explorer provided by DHFS - State of Wisconzin

wisconsin.gov home state agencies subject directory

""n“m-

To change Priscilla Queen's password, simply enter and
Department of Health & Family Services. 20 B R e, confirm the new password, iluvepass, Do not try and cut
May 15, 2003 Hello Barbie Brown and paste between the passwaord fields, type the
14:44:54 AM . password in each time, For training purposes, we will
ePASS 0.43 eWISACWIS Product oo you what you are typing in the passward field. In

eP&5S, each character would appear as an "s" when

Reset Password BYEEE.

Reset Password Reguest = Select Worker =

Welcome
Perfarm these steps:

My Queue _ :
pVoIkegintoration 1. Type iluvepass in the Mew Password field

Exzplorer : . )
¥ m 2. Type iluvepass in the Confirm New Password field

Name: Friscilla Queen (3225013) 3. Click the Submit Request button
New Request ; _
Change Request Email: queenp@co.brown wi.us
Delete Request Work #: (39200 986-5456 Work #: (320) 555-0052
Job Class: CPS Disposition Case Manager
Password Reset Security Group: Angela Seichter Only - County

Ongaing 2 - Eau Claire
Location: Brown - Green Bay |
Worker Type: County

—Security Information

Log out

Note: Password resets take immediate affect upon submission of this request

Current Login: qusenp

New Password: | _|j
| »
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ep06_01 Delete Request

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

— Topic Introduction —

Welcome to the Delete Request topic. This topic walks through the procedure for
removing a worker from WISACWIS,

When changing information for a worker, it is important to mark the worker as inactive
in WiSAaCcWIS first before using ePASS to delete the worker., You are not allowed to
delete a worker that is not inactive.

& delete request does not delete the worker's information from WISACWIS. It does
remove the worker's access to WISACWIS, Before the county security delegate
requests the deletion of a warker, the worker's supervisor should reassign all of the
warker's wark and set the worker inactive.

& waorker with information in WiSACWIS who does not have a WISACWIS ID will appear
on the New Request window, If the worker already has a WiSACWIS 1D and the worker
is set active, the worker will appear on the Change Request window. If the worker has
a WISACWIS ID, but the worker has been set inactive, the worker will appear on the
Delete Request window, Mo worker will appear on more than one of the three request
windows, If a worker does not appear on any of the three, the worker may not have
any information in WiSACWIS, If the worker does have information in WISACWIS, but
does not appear on any of the three request windows, contact the helpdesk or the
security liason,

Click Next to continue,
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ep06_04 Delete Request

<3 ePASS On-line Training - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

wisconsin.gov home state agencies subject directory

Department of Health & Family Services. Programs & Services | Partners & Providers | Licensing | Reference Center | Search
May 5, 2003 Hello Barbie Brown Organization: Brown County

2:28:05 PM - . .
ey eWISACWIS Production Access Security System

My Queue - Open Work Items

Welcome

My Queue | Your gqueue is currenthy empty. |

Explorer

When you first log into ePASS you will be in your queue. To
begin a Password Reset task from anywhere in ePAss, click
Hew Request the Password Reset link.

Change Request
Delete Reqguest Perform this step:

Password Reset 1. Click the Delete Request link to continue

Log out

Back to top | About | Contact | Disclaimer | Privacy Motice | Feedback
Wisconsin Department of Health and Family Services.
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)
%
: wisconsin.gov home state agencies subject directory
&
&

)
Tons’

Department of Health & Family Services. Prog The Delete Request window shows all of the inactive workers available

e T . for Deletion. Basic information about each worker is listed to the right o
TS Hello Barbie Brown the warker's name. Clicking on a warker's name brings up the Delete
FHEARI L) eWiSACW Request window for the worker,
ePASS 0.48
Perfarm this step:
Welcome
Delete Reguest > Select Worker = . .

4 1. Inthe Delete Request boy, click the Charles Xavier link
ot 17 hame worker ] S —
EE LT Worker BEOWN 9221120 roberi@dhfs state.wi.us Brown - Green Bay CPS Case Manager

Supendsor Brow 9221109  roberi@dhfs state wi.us Browe - Green Bay Intake & Assessment Suph

New Request
Change Request

Delete Request
Cancel |

Charles Xavier 9225014 xavierci@co. brown.wius (320) 832-8328 Brown - Green Bay CPE Disposition Supervisor

Password Reset

Ifyou are unable to find the worker in this list or no warkers were found then please verify that the warker information is
Log out carrect in YWiSACYIS.

The following worker details are required for each reguest type:

Mew Reguests: Worker is active hut does not have a WiSACWIS userid yet.

Change Reguestsiorker is active and has a WiSACWIS userid.

Delete RequestsiWorker is inactive and has a WiSACWIS userid.

MNew and Change Reguests reguire a valid worker email address and work phone number.
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i . . i To submit a delete request for Charles Xavier, simply enter the
5 wisconsin.gov home EEL LUELEN offective date, 05/10/2003, then click the Submit Request buttan,
Consiw

Department of Health & Family Services. &) Perform these steps:

May 5, 2003 Hello Barbie Brown
3:24:13 PM eWISACW 1. Type 05/10/2003 in the Effective Date field
ePASS 0.48 2. Click the Submit Request button

LIEIETE HE(UEST TOr LNarles Xavier
Delete Request > Select Worker = Security Requirements

Welcome

My Queue ~vWorker Information
o L worker ___J _ Supenvisor |
Name: Charles Xavier (3225014) Name: Isabella Ihanez
New Request —— , — ) .
Change Request Email: xavierci@co.brown.wius Email: ibanezi@co.brownwius
Delete Request Work #: (320) 592-8928 WWork #: (920) 555-0052
Job Class: CPS Disposition Supervisar
Password Reset Security Group: Case Suppart Warker - Ongaing

Location: Brown - Green Bay
Worker Type: County

—Security Information

Effective Date: | mmfddiyayy =

Log out

Submit Regquest | Resetl Cancel
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— ePASS Summary —

That concludes online instruction for ePASS, For more details on ePASS and how it can

be used, consult your ePASS training materials, If you continue to have questions,
please contact the helpdesk or the security liason.

If you wish to review one of the ePASS topics, click the menu button on the top menu

bar and choose a new topic. If you wish to exit this tutorial, click the ¥ on the top
right corner of the window,
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